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TRAI NI NG AND EMPLOYMENT GUI DANCE LETTER NO. XX- XX

TO:

FROM

SUBJECT:

1. Purpose.

ALL STATE WORKFORCE AGENCI ES
ALL STATE WORKER ADJUSTMENT LI Al SONS
ALL ONE- STOP CENTER SYSTEM LEADS

EM LY STOVER DeROCCO
Assi stant Secretary

Pl anni ng Qui del i nes for Enpl oynent Service (ES)

Fi scal Year 2002 Cost Rei nbursable G ants for the
Wrk Qpportunity Tax Credit (WOTC) Program and the
Vel fare-to-Wrk Tax Credit (WWCQC).

To provide planni ng gui dance for the WOTC Program

and the WWtax credit under the WAgner-Peyser Act Annual
Fundi ng Agr eenent.

2. References. The Wagner-Peyser Act, Section 7(d); the Smal

Busi ness Job Protection Act of 1996 (P.L. 104-188); the

Taxpayer

Relief Act of 1997 (P.L. 105-34); the Tax and Trade

Rel i ef Extension Act of 1998 (P.L. 105-277); the Ticket to
Wrk and Work I ncentives | nprovenent Act of 1999 (P.L. 106-
170); the Job Creation and Wirker Assistance Act of 2002,

(P.L. 107-147); ETA Handbook 408, Second Edition, Novenber
1998; 29 CFR Parts 93, 96, 97, 98, and 99; and OMB G rcul ar

A-87.

3. Background. On March 9, 2002, President Bush signed into

|l aw, the Job Creation and Wirker Assistance Act of 2002, --
the “Act” for purposes of this docunment—(P.L. 107-147).

Thi s Act

reaut hori zes the WOTC Program and the W W Tax

Credit for a 24-nonth period, beginning January 1, 2002 and
endi ng Decenber 31, 2003. The reauthorization is
retroactive to the credits’ expiration date, Decenber 31

2001.

4. Planning Process. The national office is providing planning

i nstructions and gui dance that addresses program delivery
bet ween Cctober 1, 2001 and Decenber 31, 2003, and pl anning
instructions for the preparation of a 27-nonth plan for the
Work Opportunity and Wel fare-to-Wrk tax credits. State
Wor kf orce Agencies (SWAs) are responsi ble for adm ni stering

both tax credits, including the certification process and
reporting on programresults on a quarterly basis. Pursuant



to Training and Enpl oynent Information Notice No. 24-99,
grant officer authority for the ES Cost Rei nbursable G ants
continues to be a responsibility of the national office for
the WOTC and the WWtax credits.

5. Allocation Formula. The ES National Activities spending plan
i ncl uded $21, 000, 000 for the WOTC program and the W W Tax
Credit. O this total, $546,000 was withheld to pay esti mated
WOTC/ W W post age costs. O the renaining $20, 454, 000, $20, 000
will be allotted to the Virgin Islands and the bal ance,
$20, 434,000 distributed based on a $64, 000 nmi ni mum al | ot mrent and
a 95% stop-1o0ss/120% stop-gain fromthe FY 2002 al |l ot ment share
per cent age, based on a fornula as foll ows:

(1) 50%is allocated based on each State's relative share of
total certifications issued for the WOTC and for the WW
tax credit;

(2) 30%is allocated based on each State's relative share of
the Gvilian Labor Force (CLF); and

(3) 20%is allocated based on each State's relative share of
the adult recipients of Tenporary Assistance for Needy
Fam | i es (TANF).

The data utilized for these factors refl ect actual certifications
reported for FY 2001, CY 2000 CLF averages, and adult recipients of
TANF for FY 2000.

6. Funding. Although the plan will cover the three-nonth period
from Cctober 1, 2001 through Decenber 31, 2001 and the entire 24-
nmont h reaut hori zation period, funding is dependant on

Congr essi onal budget appropriations. Funding for the period
Cctober 1, 2001 through Septenber 30, 2002 is a result of budget
appropriations contained in the FY 2002 Labor-HHS- Educati on
Appropriations Act. SWAs are advised that funding for FY 2003
(Cctober 1, 2002 through Septenber 30, 2003.) and the first
quarter of FY 2004 COctober 1, 2003 through Decenber 31, 2003)
w Il be contingent on future Congressional budget appropriation
action. Nothing in this planning guidance should be interpreted
or construed to be a guarantee of out-year funding beyond

Sept enber 30, 2002.

7. Ceneral Administration. Cost Reinbursable Grants are issued
to the States for the admnistration and inplenentation of the
Work Opportunity Tax Credit Program and the Welfare-to-Wrk Tax
Credit. Regional offices are responsible for field |evel reviews
of the ES grants. This includes review and approval of State

pl ans, analysis of expenditures and perfornmance data, and on-site
reviews. States are expected to adm nister WOTC W W funds in
accordance with the Act and applicable regulations, and the terns
and conditions of the Wagner-Peyser Act Annual Fundi ng Agreenent,
whi ch includes adm nistrative requirenments and cost principles of
Federal Regul ations at 29 CFR Part 97 and OVB Circul ar A-87




Furt her, prograns nust al so be adm nistered in accordance with
the policy and procedure gui dance set forth in the Novenber 1998,
Second Edition of ETA Handbook 408. Current ES Regul ations at 20
CFR 658. 400 Subpart E cover the conpl aint and appeal s procedures.
O her applicable regulatory provisions are incorporated in the
grant plan Statenent of Work (See Attachment I11).

8. Reporting. States are to plan for total expenditures
(exclusive of “carry in” funds) by cal endar quarter. Pr evi ous
year fund bal ances will remain in the existing grant and shoul d
be expended under the current ETA national office and State
Master Agreenent. State Wirkforce Agencies will report quarterly
expenditures by direct data entry of Standard Form 269 (SF-269)
into the Web-based Enterprise Information Managenent System
(EIMS). Quarterly financial reports are due within 30 days
follow ng the end of each quarter, per 29 CFR 97.41(b)(4). Tinely
subm ssion of these reports is extrenely inportant to ensure
proper accounting of funds. Regional offices will conduct a
financial reconciliation at the end of the fiscal year. Questions
regardi ng financial nmanagenent and reporting for FY 2002 or for
any existing prior year fund bal ances shoul d be addressed to the
appropriate Regional Ofice.

The Governnent Paperwork Elimnation Act (GPEA) of 1998 (P.L.
105-277) requires that, when practicable, Federal agencies use
electronic forns, electronic filing, and electronic signatures to
conduct official business with the public by Cctober 2003.

During the period covered by this plan quarterly programactivity
reports will be transferred to the ETA Enterprise Information
Managenment System (EIMS). The EIMS is a web-based systemt hat
will allow states to neet the reporting responsibilities in a
nore efficient manner whil e reducing the reporting burden on the
states, regional and national offices. States wll have the
choice of manually entering or electronically uploading the
required quarterly Report No. 1, Conditional Certifications

| ssued, Report No. 2 Certification Wrkload and Characteristics
of Certified Individuals, and Report No. 3 Verification Results
to the EIMS WOTC and WWC Report sub-system Instructions,
user’s manuals, and training will be provided prior to

i npl enentation, which is targeted for the reports due 25 days
after the end of the July 1, 2002 to Septenber 20, 2002 quarter.

9. G ant and Plan Effective Date. Plans cover the 27-nmonth
period fromthe start of FY 2002, Cctober 1, 2001 through
December 31, 2003.

The reporting requirenents for this TEG are approved by OVB
according to the Paperwork Reduction Act of 1995 under OVB

approval No. 1205-0371 to expire xx/xx/xxxx. The respondent's
obligations to reply to these requirenents are Mandatory (PL



104-188). NOTE: Persons are not required to respond to this
collection of information unless it displays a currently valid
OVMB control nunber.

10. Action Required. SWAs’ Adm nistrators are requested to:

a. lmediately transmt this issuance to the appropriate State

staff.

b. Submt three (3) copies of the WOTCG WWC Plan to the
appropriate regional office. Plans should be prepared in
accordance with Attachments I, Il, and Ill Gant Procedures,

Al l ocation List, and Plan Narrative Instructions) and be
submtted to the appropriate regional office 30 days after the

i ssuance date. The Pl an nust i ncl ude:

1. Transmittal Letter;

2. Application for Federal Assistance (SF 424);

3. Budget Expenditure Plan (SF 424 A - Section D only);

4. Plan Narrative: these plans should include activities that
will be for the period October 1, 2002 trough Decenber 31,
2001 and the 24 nonths covered by the reauthorization of
the WOTC and W WC program whi ch ends Decenber 31, 20083.

11. Inquiries. Program questions may be directed to your

regional office contact person or to Carnen Otiz (Ofice of
Wor kf orce Security, Division of USES/ALM S) at (202) 693-2786
Al'l questions regarding grant and financial issues shou |d be
directed to Gaendol yn Baron-Simms or E. Fred Tello (202) 693-
3309, or (202) 693-3333 respectively.

12. Attachnents.

| . Grant Procedures
| . Al l ocations for FY 2001
I WOTC/ WWC Plan Narrative |Instructions



Attachment |
G ant Procedures

A. Gant Agreenents. The ETA national office has executed new
Wagner - Peyser Act, Annual Funding Agreenents with each State, to
i ncl ude both the base grant and cost reinbursable grant funds for
PY 2001 and FY 2002 The Agreenent includes a Standard
Assurances and Certifications package to enconpass nost PY 2001/
FY 2002 requirenents. The national office Gant Oficer based on
regional office approval will issue a Notice of Qbligation (NOO
authority docunents.

B. Annual Plan. The WOTC/WWTC Plan nust include a transmtta
letter, an Application for Federal Assistance (SF-424), a Budget
Expenditure Plan (SF-424 A, Section D only), and a Pl an
Narrative. Negotiations between the G antee and the regional
office will determ ne the acceptability of the Annual Pl an.

1) Plans should cover a period of twenty seven (27) nonths
fromthe start of FY 2002, i.e. Cctober 1, 2001 through
Decenber 31, 2003.

2) States nust submt three (3) copies of the FY 2002
WOTC/ WWC Annual Plan to the appropriate regional office.
Pl ans shoul d be submtted by MVDDO2. Pl ease contact your
regional office representative if there is a need for
additional tine.

Pl ans shoul d be prepared in accordance with Attachnents 1,
1, and Il (G ant Procedures, Allocations, and Pl an
Narrative Instructions) and be submtted to the appropriate
regi onal office.

3) Regional offices will coordinate the review of plans and
negotiate work plans with the States. Each State is to
prepare a plan, which includes a description of the
activities to be conducted in accordance with the
information contained in Attachment 111

C. FY 2002 Modifications. The regional office and the State may
jointly nodify the Annual Plan during the program year subject to
the approval of the national office Gant Oficer. The plan

nodi fication nmust include a transmttal letter, a revised plan
narrative, and a quarterly spending plan (i.e., SF-424 A, Section
D only). Regional offices are responsible for coordinating both
fundi ng adj ustnents and Annual Pl an nodifications. The wll have
the authority to reconmend fund adjustnments where a State is not
spendi ng at agreed upon levels. Wen an adjustnent is necessary,
a bilateral nodification nay be issued by the ETA G ant Oficer.
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In the event that the Secretary of Labor nay be required by
future legislation to carry out other responsibilities not
anticipated in the Annual Plan, the States will be requested to
submt a nodification to the Annual Plan in order to carry out
t hese additional duties.

D. Financial Reconciliation. After the end of the grant period,
a financial reconciliation procedure will be conducted by the
regional office to reconcile accounting records mai ntained by the
State with the Departnent's original accounts.




Attachnment |1
U S. Departnment of Labor
Enpl oyment and Trai ni ng Adni ni stration
Work Opportunity Tax Credit (WOTCQ)
FY 2002 Fundi ng Bal ance for April — Septenber FY 2002

State Bal ance

Total ................ $10, 255, 024
3 Aabama.......... ... ... . .. 168, 190
6 Alaska......... ... ... 32,088
6 Arizona......... .. 157,918
4 Arkansas. ....... .. 183, 527
6 California................. .. ...... 1, 184, 482
4 Colorado.......... ... 98, 552
1 Connecticut.......... ... 152, 454
2 Delaware......... ... . ... 33, 080
2 Dist of Colunbia...................... 40, 391
3 Florida......... .. 363, 556
3 Georgia. ... 295, 393
6 Hawali.......... .. ..., 40, 391
6 ldaho........... .. .. . . . .. 32,088
5 1llinois...... 537, 717
5 Indiana............iii 198, 663
B oMWA. .. 117, 257
B Kansas.......... .. 75, 421
3 Kentucky........ ... . ... ... 153, 244
4 Louisiana..........iiii e 257, 296
1 Maine. ... . 37, 057
2 Maryland............ ... ... ... . ... 249, 219
1 WMassachusetts........................ 224, 342
5 Mchigan............ ... . ... ... ... ... 366, 455
5 Mnnesota........... . ... 165, 181
3 MSSIiSSIpPPI « oo 87, 315
5 MSSOUIMi ..o 247, 485
4 Montana...............iiie, 32,088
5 Nebraska............. . ... ... 65, 057
6 Nevada.............coiiiiiiin 54, 965
1 New Hanpshire........... ... ... ....... 40, 391
1 New Jersey........viiinennnnens 302, 879
4 New MBXICO........ ... 82,504
1 New YorK.........o .y 651, 117
3 North Carolina....................... 271, 200
4 North Dakota................ccuuuou... 32,088
B ONio... ..o 475, 673
4 lahoma.............. ... ... ... 82, 375
6 Oregon.......... ... 121, 691
2 Pennsylvania......................... 524, 997
6 Puerto Rico.............. ... . ... ... 61, 250
1 PRhode Island.......................... 40, 391
3 South Carolina....................... 106, 093
4 South Dakota..................c.v..... 32,088
3 TenNesSSee. ........ i 255, 008
4 T eXAS . . i i e 647,111
4 Uah........ ... . 45, 288
1 Vernont.......... ... . . ... 32,088
2 MVirginia..... .. .. 240, 660
6 Washington........................... 243,573
2 Wést Virginia......... ... ... . . .. 71,572
5 WsSCONSin.........iiiiiii, 202, 000
4 WOM NG. ...ttt 32,088
1 Virginislands........................ 10, 027

Wrk Opportunity Tax Credit (WOTC) Program and Wl fare-to-Wrk
Tax Credit (WWC)
Plan Narrative Instructions

The reaut horization of the WOTC and WWC program for an additional
two years extends the availability of a highly successful business
service tool to stinulate econom c recovery and growth. Plan
narratives should focus on howthe tax credits will be integrated
wWithin the state’s business outreach and enpl oyer service prograns.
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Statenment of Work. SWAs will submit detailed narrative descriptiag
of their plans for carrying out the follow ng functions:

1. Determning eligibility of individuals as nmenbers of tar
groups, on a tinely basis, and performng a quality review
second staff person for each determi nation within 48 hou

2. |Issuing enployer certifications, denials, or notj
invalidation for tax credits on a tinely basis and
with the policies and procedures set forth in the
ETA Handbook 408,

3. Devel opi ng worki ng agreenents with part jer agen
Stop Service Delivery system and coordi nati
WOTC and the WWtax credits to enployers 3
W A partners

the second edition of ETA Hang
VIlI-4-8),

5. Establishing and maintai
keepi ng, and reporting_capab
of WOTC/ WWC certi j on

6. Est abl i shi ng
verifying the e
certified under
corrective actio i i i ! esults of such
activities;

regul arly
ual s

7. Negotiating ith Local Workforce
I nvest ment Areas e I nestnment Act (WA), State
Vocat i onal Rehabiglli [ [ gt her State and | oca
agenci es and orgaai i ( e p ¥Ses of issuing Conditiona
Certifications Or augnenti ng WOTC/ WWIC
outreach activiti

8. Negotiating
agenci es, i ncl udi
Agricul ture and
verification of
by participating

jve agreenments with appropriate State
ents of Health and Human Servi ces,

O ban Devel opnent to expedite

provided to the State Wrkforce Agencies
group nenbers;

9. Training sta
nmoni toring and t

d Participating Agency staff, and providing
ni cal assistance to these agencies, as



appropriate, fofy\co ctaNng r group, prelimnary eligibility
determ nati ons d Fggufab Jg%d?ﬂTonal Certifications; and

10. Cooperating with enploynent and training organi zations al ready
working with the private sector, such as Job Corps Centers, veterans
organi zations, enployer committees, and Wrkforce |Investnent Boards,
to i nform enpl oyers about the tax benefits to be derived from
participation and the eligibility requirenents under the WOTC and/ or
the WWC.

By Entering Into This Agreenment, The State Agrees That:

1. Provisions of the Internal Revenue Code Section 51 and 51A, as
anended, nust be adhered to in conducting the program By |law, the
State Workforce Agencies are designated as the only Agencies that
can issue a Certification. The SWAs can enter into Cooperative
Agreenents with certain Participating Agencies and together provide
ot her WOTC/ WWIC rel ated program services

2. Conditions and standards of performance for admnistration and
operation of the program shall be guided by the second edition of
ETA Handbook No. 408 for the Work Opportunity Tax Credit program and
the Welfare-to-Wrk Tax Credit. The state shall maintain a
verification and quality control programin accordance w th Handbook
gui dance.

3. Fund utilization will be reviewed agai nst the quarterly spending
pl an and when expenditures are substantially bel ow plan, ETA may de-
obligate funds for redistribution



